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OFFICE BUSINESS MACHINSS
COMTENTS
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1. GENERAL

This Regulstion prescribes policies and procedures for the acquisition, use, and

release of mix ar electrically operated office business machines and related

equipment so that the most efficient and econcmical utilization of these costly

mechines may be achieved.

2. HCOPB

a. This Regulstion applies to all office businees machines end relstoed equipment

25X1A6A  sequired, used, or relessed through hesdquarters for| N cversess
installistions.

b. Yor the purpose of this Regulstion the term "office business machines”

pertains to machines and related squipment in the gensral categories of:

(1) Punched-card mochines and suxiliary equipaent

2

(2) Electronic corputers and dats processing mechines

(3) Bookkeeping machines
(4) Electrically operated:

(»)
(v)
(c)

()
()

Corputing machines, listing and neplisting
Dictating machines ' -
Transeribing machines

Time recorders

Tiwe ctaups

Postage meters
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(g) Cesh registers
(5) Speciel machines or devices dicigned to solve specific edministrstive

or documentation problems
With respect to reproduction, dupliceting, vhotocopying, aﬂﬂreesins; embossing
end printing equipment, see Regulation Fo. - .

It is the policy of the Agency to:

c.
h‘

Ce

Utilize office business machines wherever they will improve efficiency, effect
economies, expedite operations, or produce necessary results uncbhtaincble by
other means.

Centralize machine facilities for use of the Agency, and establish machine
pools vherever feasible.

Releese all machines in excess of needs..

RESPCNSIBILITIES

The Assistant Directors of the Office of the Deputy Director (Intelligence),
the Chiefs of Administmtivé Offices of the Office of the Deputy Director
(tdministration), the Chiefs of Senior Staffs and Ares Divisiocns of the
Office of the Daputy Director (Plans), the Director of Training, the
Assistant Director for Communications snd the Assistant Director for Perscnnel
are responsible for ensuring full utilization of existing equipment, epprov-
ing requests for office business machines, and ersuring the release of all
office businese mechines excess to their med:g.

Esch supervisor is responsible for determining that his office businesas
machines are being used in the most efficient and economical manner.

The Chief of the Manegement Staff is responsible for:

(1) Acting as mnchine techniques and wmethods advisor to officials of the

Wlﬁdﬂﬂr Beitave 200 24edH et Cok-RIDET 8th47 $ADDISOIIB MR -itilization
of office business mwechines. 2
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(2) Reviewing the acquisition, transfer, and disposal of office business
" mechines and msking such recomondetions as sre sppropriste.
(3) Establishing Agency stendards for the utilizetion of office business
machines. |
(4) Providing for the creation and the maintenance of office business
machine utilization records for thmé types of machines and machine
operstions which make such record lﬁeeping fessible and essentisal.
(5) Reviewing the utilization of offfice business machines snd making appro-
priate recomendations related thereto.
(6) Conducting research snd development, in collaboration with other component
of the Agency, in the design and utilization of unique office business
machines for special application.
'me Chief of Logistics is responsible for the acquisition, transfer, snd
dieposal of office business machines in sccordance with recommendations of

. the Manngement Steff.

PROCEDURES

Reguisitions for new, replacement or additionsal office business machines shal]
be forwarded to the Chief of the Mansgerant Staff, secompanied by Cetailed,
vritten Justifications. The Jjustificaiion shall be signad by the appropriate
official cited in parsgraph ba above, and shall contein, es & minimum, the
following information: |

(1) A description of the work to be performed.

(2) Avaihbiuty of centrol facilities or pool facilities.

(3) Statement explaining the efficiency, quality, or economies to be gsined

by using the requosted office business machine. Savings estimates
should include date such ss work volumes and man-hours involved.
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b. The Menagement Staff shall fm requisitions apyroved to the Chief of
~ Iogistics; those on which disarproval or reconsiderntion is reccrmonded

shall bq returned to the origzirzter by the Mensgmwent Staff together with

reasons for such actiom,
6. mmmamcsxormmr:mmms .
Folloving are the. atmré'a for the ure of elentric typevrite*a. Fae whe of
electrical tvpmimra “Sbell be restricted to exverlenced operstors.. In addition,
the jurtificstion for electrical typovriters mwet indiomte complisrce with one or

mbre of the folloving etardsrdss

Y Utilization of the mechine four or more hours per day.

b. . An sveérsge of 25 per cert of the daily work performed on the'méhiﬁe is one
or more of the following:
(1) The prepmuen of forme requiring an originel end 5 or more csrbens, or
| the prephmtim of correspozdance requiring san originel e T of' ‘mora
corbons . S o
| (2) The preparation of reproduction copy, such &8 photo mssters and Qt‘;ncils.
.(3) The preperation of statictics ond reports requring decimal tebuletiod..
c. The machine is ured in the preparation of copy for printing. The sks:‘.gnmant
of proportionsl spacing machines shell br licited to this use.

4. The machine is usedl by the physically hanlicopped.
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